
Directions for Using Google Calendar
1. Go to http://dpanet/development/website/training/portal/main.htm. Navigate down the page until you see the Google Calendar. Click on
the bottom portion of the Google Calendar with a + sign in front of it.

Click on this

portion of the
Google Calendar.
It will take you to

www.google.com
and prompt you to
enter a username

and password



2. Once you are redirected to www.google.com, enter your username and 
password

http://www.google.com/


3. Once you have entered your username and password, you should be redirected to the site
below. Now, you can create an event. Navigate to the date of the event. Click on the desired

date. Then click on Create Event.

Click on the arrows
next to the date in
order to get to the
date of your choice.
Once you find your
desired date. Please
click on it. I have
clicked on a date
below, and there is
now yellow color to
the column.

Now that I have clicked on a
day. I can create an event, by
clicking on the desired time in

the yellow column.



4. Once I click on the desired time, a box will pop up that allows me to enter more event-specific
information

This box pops up
and asks me to
enter the name of
the event.

To enter really 
specific
information, click 
on the blue
link labeled edit 
event details.



5. One you click on edit event details, you have a number of options. Each option is 
highlighted below.

You can enter
the e-mail
addresses of
people you want
to notify of the
event here.
Make sure to
separate the
address with
commas.

Enter in the reminder date for your
event. This will send all participants a
reminder e-mail.

Click the event as
Public.



6. Once you have entered your information and clicked Save, your event should appear 
as part of the calendar. If you have any questions, e-mail me at Sid.Cole@dpa.ca.gov

Here is the event that I
created.

mailto:Sid.Cole@dpa.ca.gov

